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Wellfield School
Job Description

Caretaker/Mini Bus Driver (JRD N9753)

Name:









Responsible to and mentored by:

A Pearson, Transport Manager
Person Specification for all staff at Wellfield

We want all staff at Wellfield to:

· Be committed to raising standards and continuous improvement

· Relate well to our students

· Put student needs first

· Be self-starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

ROLE: 
To provide a reliable mini bus service for the school and ensure the provision of a warm, clean, safe and secure environment for pupils, staff and visitors. 

MAIN PURPOSE OF THE JOB:
	· To provide a driving service for the school minibus on a daily basis;

	· To maintain the grounds i.e. playing fields, surrounding areas, pathways and gardens to a high standard of cleanliness and tidiness;

	· To maintain and prepare all weather playing surfaces, to ensure the areas are fit for purpose.

	· To develop the aesthetic appearance of the school site, undertaking minor gardening projects such as maintaining flower beds, etc;

	· To maintain the grounds, removing litter and graffiti on a daily basis, ensuring the site is a safe environment;

	· To be responsible for the security of the premises, including acting as a key holder when required;  

	· To ensure paths, access points and entrances are kept clean, free of litter and weeds and gritted or salted when applicable to ensure the environment is safe for use;

	· To carry out regular stock checks of consumables e.g. rock salt etc and to arrange for deliveries as appropriate to ensure supplies do not run out and affect the running of the school and the safety of its users;

	· To report as necessary to the appropriate member of staff any matters which may affect the health and safety of persons on the site, to ensure appropriate action can be taken quickly and efficiently.

	· To assist with minor repairs and maintenance when required;

	· To assist in the general maintenance of the school premises including painting, joinery etc, to contribute to the overall upkeep of the premises to the required standards;

	· To carry out any porter duties such as moving furniture etc as required to assist with the efficient running of the school;

	· To attend any training courses relevant to the post, ensuring continual personal and professional development;

	· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude;

	· Provide pastoral care and support to sick and injured children taking appropriate action as necessary ensuring parents and school staff are fully informed of incidents and accidents;

	· The Post holder may undertake any other duties that are commensurate with the post;

	


ALLOWANCE ATTACHED TO THE POST AND DUTIES: Grade 3, £18426 – £19171 pro rata,
HOURS OF DUTY: 10 hours per week (2 hrs per day, term time), some weekend and school holiday cover may be required
These duties may be varied from time to time to meet the changing demands of the school at the reasonable direction of the Head Teacher commensurate with the grade of the post. 

This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the duties as set out.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedure and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  

Signed:     
_________________________

Date:  
  
 _________________________

Headteacher: 
_________________________   
